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Pfrl &4 -TT atiun Date IRSTRUCLIONS Ses otpara!;:fffz:;r:iono for complstion affr;6ir:::6;;;‘;:;:2i::;1 Jiyf:?gp’us;.' — Ii
December 3, 1974 front and rebarar of thie forw. Sign origimal and twe eopica bGats Recelved Appiicstion No. Gate Completet E
P Aeency dpplicating bo, nd forward to Department of Archives and Niatory, Attention: qq qzc DEB ? 4 1974
\—M 7 Records Management Offie-l'-A DEC 3 1974 7“ qss
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3 ALIR“Y, Divinina, fukdiviplon & Aduinistering Uffice Address eron to r.'unuﬂ

Department of Human Resources * : : -
Central Georgia Human Resources Center - : “W. A. Clifton
Milledgeville, Georgia 31061

JVeraing Title b _tel Ba. E

e : | Management Analyst II| 453-4191 =
(7. ACTTON REQUESTED . e
ESTABLISH DISPOSITION STANDARD; [:1 DISPOSE OF PRESENT ACCUMULATICN; 4

RECORD WILL CONTINUE TO ACCUMULATE.

g.Earliest & Latest

Dates of Series
o back to early

NO FURTHER ACCUMULATION ANTICIPATED%
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’
9.Exact Series Title ‘ - : g

ELLEL_J_A&ﬁNEY ﬂIDE COMMON” STANDARD) ‘
What is the function of ‘the office in which this record series is created? ' i
Provides medical service and maintains records of care and treatment for inpatients and out- |

patients at a Mental tnstitution; collect and maintain medical information of services per- y
formed by physicians, psychiatrist dentists, nursing care personnel and other disciplines; w
provide statistical data for use in evaluating the treatment program; maintain data concern1nq!
the patient for medical research; record data and maintain records of services rendered to
patients in accordance WTth the State 1aw governing pat1ents rights; prov1de safeguards and ‘
record data concern1ng pat1ents persona] property; communicates and coordinates matters

concerning pat1ents with families; guardians, courts, etc. ; excludes patient’s médical

10.

jackets.

and file arrangement). - o

1. These documents relate to the deve1opment and direction of a program of psychtatr1c and
medical care and treatment for patients treated in a Mental Institution, providing
psychiatric and medical information, establishing and applying standards for psychiatric

- and medical care and treatment, conduct1ng psych1atr1c and medical examinations, dental

treatment and care and other types of medical services. Documents are in many forms that
are used to make up statistic files, medical information files, medical care and treatment
files, patient personal property and fund files, professional medicai service files, lab-
oratory service files, nursing care personnel service files, indexes and locator files,
c]inicalfr?cord files, outpat1ent record files, consultation service files and denta\
service files .

2. Included are: see attached sheet.
3. File is arranged: See atgﬁﬁnﬁg{§ﬂ@&&35 OF THE FILE
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i .“' EUESTIONNAIRE Place’sn "17 1n the proper rolusn It anaver 1s "YES.,” plesat explain 7 . YES NO
12, Is this the Record Copy, of the series? | o ' . Iy I
1k, Is there a duplication of this series in another office or agenecy? S 7[x‘] 1]
In some cases a copy is in the patient's Medical Record folder. : ,
15. Is the information contdined in this series ever summanzed or publlshed‘? 1 {x]
Attach copy of summary or publication. '
16, s the seriés contain classified information requiring securi ha.ndlin ?
B‘??ormatmn to be released on proper authorwz::ttmrg1 on agneetfug Tl?rnow bas1sg. X ]. -
17. Does the series initiate, amend or terminate agency policies and procedu.res‘? [l [X
18, Could the function be performed if the files were lost or destroy'ed? ' 1Y [
19. Is the sérieé (or major portion of it) regﬁlai*ly microfilmed? If yes, why? 11 X))
20. Does the record series provide data as input to an EDP file? ' B S
In minor cases. .
21. Does the record series contain documentation produced as EDP printout" [] X3
22, Hes the Federa.l GovernmentAlssued instructions governing ‘he retention/dlspo-_'.'- 1 X1

'qlt;on of these files? .

23. W1ll there be a n

: €
| |t Sp 02t tached-—Sheet.

2L, R.E‘_OUIREMEN_T_S. The following requires the files to be kn?.%e attached S'}'reeggs':

"

[]

ed for these records 10, 15 yeers from now? If yes, what? [

8.[]JSTATE  b.[]STATUTE OF  c.{]AUDIT  .d.[IFEDERAL e.[)]AIMINISTRATIVE f.[ JHISTOKICAL
- LAW - LIMITATION PERIOD LAW ' PECISION - VALUE
- (Cite Law, Statute, op other reasin for the w:tention requirement)

25. AGENCY REEE)WP'E‘PIDATIONS_. This agency recommends that the file series be cut off at the end
of each -[]CALENDAR YEAR -[JFIscaL YEAR - [ JOTHER _ - : ' ,then:

{ ] Hold in the current files area month(s)/ year(s) - -~
[ ] Transfer to [ ] State Records Center [ ] Local Holding Area; hold year(s)

[ ] Destroy. _

[ ] Retireto Arcluves -

[ ] bestroy immediately after cut-off.

{ ] other: (Specify) See attached sheet.
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(Indicate briefly ratiomale for mcomﬁndatz‘mw above fop wrtte additio‘nal remarks) :
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Attached Sheet

Appl.
Ne.

74~420

74-421

74-422

74-423

74-424

MEDICAL SERVICE FILFS

DESCRIPTTON

BLOOD DONATION FILES - Documents
relating to administering the blood
donation program. Included are doc-
uments relating to blood grouping,
blood collection, procurement of
blood, method of payment and noti-
fications concerning blood dona-
tions and related documents. TFiles

are arranged by subject, thereunder

by date.

ALCOHOL AND NARCOTIC CONTROL FILES- .

Documents relating to the receipt,
issuance and control of alechol and
narcotics. Included are letters,
extract of laws, regulations and
directives, cards and similar or re-
lated documents. Files are arranged
by date.

MEDTCAL STATISTICAL REPCRTING FILES -

Docurents reflecting statistical in-
formation quarterly, semi-annually,
and annually on such matters as cen-
sus, admissions, disposition (dis-
charges, transfers, other type re-

leases), bed capacity, number of beds

occupied, outpatient treatments,

DISPOSITION
Cut off at the end of each
calendar year; then hold in
current files area for 2
years, then transfer to
Local Holding Area; hold 8
yearss then destroy.

Cut off at the end of each
calendar year; then hold in
current files area for 2
years, then transfer to
Local Holding Area; hold 8
yvears; then destroy.

Offices consolidating reports:
Cut off at the end of each
calendar vear; then hold in
the current files area for

4 years; then transfer to
Local Holding Area, hold 10
years; then destroy.

specialized type of treatment and similar

data. Files are arranged by report
subject, thereunder by date.

MEDICAL STATISTICS MACHINE TABULATION Cut off at the end of each

FILES - Documents reflecting statis-
tical data extracted from the indi-
vidual medical records. Included
are machine print-outs or similar
documents. Files are arranged by
date.

WARD ACTIVITY REPORTING FILES -
Documents reflecting data on ward
activities. Included are ward per-
somnel duty rosters, daily patient
reports, daily treatment schedules,
patient appointment schedules, pa-
tient rosters and similar or related
documents. Tiles are arranged al-
phabetically, thereunder by date.

calendar year; hold in current
files area 1 year; then destroy.
Earlier destruction is author-
ized.

Cut off each month; then hold
in cuwrrent files area for 3
months; then destroy.




Appl.
No.

74~425

74-426

74-427

74-428

! MEDICAL SERVICE FILES

- DESCRIPTTON f DISPOSTTION
MEDICAL CARE INQUIRY FILES - Doc-  Cut off at the end of each
~ uments reflecting inquiries re- calendar year; then hold in
ceived from private individuals current files area for 5
and State officials for nonprivi- years; then destroy.

leged information an such matters

as medical treatment received, sta-
tus of physical condition, transfer
of patients, eligibility for care
and treatment, complaints concerning
patients and other similar or re-
lated documents. Files are arranged
alphabetically by patient or subject,
thereunder by date.

+

DEATH REGISTER FILE - A log or Retire to State Archives
ledger consisting of the patient's 5 years after date of last
name, age, sex, social security entry.

number, hospital case number, date
of admission, cause of death, pa-
tient's residence, date of death
and the hour, race or color, mar-
ital status, date of birth, occupa-
tien, place of birth, father's name,
mother's name, veteran or not, whether
autopsy was performed or not, doc-
tor's name and date certificate was
signed. File is arranged chrono-
logically by date.

BIRTH REGISTER FILE - Log or ledper  Retire to State Archives
consisting of child's name, sex, - on discontinuance of Insti-
whether single, twin or triple birth, tution.

date of birth; father's name, color

or race, age, birth place, occupa-

tion, business or industry, hospital

number; mother's maiden, first and

middle name, address, color or race,

birth place, etc. TFile is arranged

chronclogically by date.

MEDICAL RECORDS ACCESS FILES - Doc-  Cut off at the end of each
uments related to authorizing access calendar year; then hold in

to medical records. Included are the current files area for
requests for access, agreement, 4 years; then transfer to local
approvals of authorizations and holding area; hold 6 years;

similar or related documents. Files then destroy.
are arranged by date.

-2-



Appl.
No.

74-429

74-430

74-431

74~432

74-433

MEDICAL SERVICE FILES

DESCRIPTION

PHYSICAL MEDICINE REPORTING FILES -
Documents reflecting such informa-
tion as treatment of patients in the
physical medicine service, clinics,
participation and treatment in phys-
ical therapy, and other type ther-
apies. Included are daily attend-
ance reports relating to physical
therapy and physical reconditioning;
other type therapy participation re-
ports and similar or related docu-
ments. Tiles are arranged by sub-
ject, thereunder by date.

LOCAL FACILITY INSPECTION REPORTING

sanitary mspectlon of hospitals such
as inspéctions of wards, dining area
and foods, barber and beau‘ty shops.
Included are inspection reports, re-
ports of corrective action taken,
reclamer and similar or related doc-
uments. Files are arranged alpha-
betically by organization, there-
under by date.

OPERATION ORDER AND SCHEDULE FILES
Documents used to order and schedule
operations. Included are operation
notices, surgery rosters and similar
or related documents. Files:-are:
arranged by date.

WARD CONTROL CARD FILES - Documents
used by wards to account for pa-
tients assigned to it, nursing as-
sessment information, special diets
and special authorized privileges.
Included are cards, lists and sim-
ilar or related documents. TFiles
are arranged alphabetically.

SERTOUSLY TLL FILES - Documents
used for informing the patients
next of kin or other appropriate
persons when the patient is se-
riously ill. Included are letters,
memo for record of telephone calls
and similar or related documents.
Tiles are arranged by date.

-3-

fer of patient.

DISPOSITION

Cut off at the end of each
calendar year; then hold in
current files area for 1
vear; then destroy.

~ Lut off at the end of each
FILES - Documents relating to intermal

calendar year; then heold in
current files area for 1 year;

then destroy.

Supersepenr 8B//Ig/q7 -

Cut off each month; then held
in current files area for 3
months; then destroy.

Destroy on discharge or trans-
Earlier de<
struction is authorized.

Cut off each calendar month;
then hold in the current files

area for 3 months; then destroy.




Appl.
No.
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74-434

74-435

74-436

74-437

74-438

¢ MEDICAL SERVICE FILES

DESCRIPTION
PATIENT ABSENCE FILES - Documents
reflecting patients on convalescent
leave, temporary visit, left with-
out consent absence. Included are
authorization for absence, notifi-
cation to appropriate authorities

of patients that left without con-
sent and similar or related documents.
Files are armanged alphabetically

by patient.

PATIENT TRANSFER FILES - Documents
relating to the transfer of pa-
tients between Institutions or other.
treatment facilities. Included are
requests for transfer, recommenda-
tions, authorizations and similar

or related documents. Files are
arranged by date.

PATTENT PERSONAL FUNDS RECORD FILES -
Documents reflecting receipt and re-
turn of moneys deposited by the pa-
tients in an Institution with the
custodian of the patients' fund.
Included are patients' deposit re-
cords, authorization slips, vouchers,
receipts, correspondence and simi-
lar or related documents. TFiles are
arranged alphabetically by patient
or may be filed just by date of
transaction.

PATIENT PERSONAL FUNDS ACCOUNTING
FILES - Documents reflecting all
transactions involving money or pa-
tients in an Institution. Included
are checkbooks, receipt books, pa-
tients fund journals , ledgers and
similar or related documents. Files
are grranged chronologically by date.

PATIENT VALUABLES AND/OR PERSONAL
PROPERTY FILES - Documents reflecting
the receipt and return of patients
valuables and/or personal property,
exclusive of patients funds. Included
are property slips, tags, receipts,
and similar or related documents.
Files are arranged aiphabetically by
patient.

DISPOSITION
Destroy on return of patient
or when no langer needed.

Cut off each month; then hold
in current files area for 3
months; then destroy.

Cut off on withdrawal of all
money; then hold in current
files area for 3 years; then
destroy.

Cut off at the end of each
calendar year; then hold in
current files area for 3
years; then destroy.

Upon return of valuables to
patient or other persocn authori-
zed to receive such valuables,
place all papers in the inactive
file; cut off the inactive file
at the end of each calendar year,
then hold in current files area
1 year; then destroy.




Appl.
No.

74-439

74-440

74441

74-442

74-443

R i T S I AT A A e R A

‘ MEDICAL SERVICE FILES

DESCRIPI‘ION

PROFESSIONAL (DNSULTANT CONTROL F'_[LES -

Documents relating to utilization, ap-
pointment duties, responsibilities and
compensation of professicnal consult-

ants.

lated documents. Tiles are arranged
alphabetically by consultant.

MEDICAL LABORATORY PERFORMANCE RE- .

PORTING FILES - Documents reflecting . .

information on performance factors, ..

number and source of specimen received,

status of equipment, workload and/or.
backlog and similar data. Files are
arranged by date.

CLINICAL AND PATHOLOGICAL LABORA-
TORY FILES - Documents used by
laboratories for informational,
training, or research purposes. In-
cluded are copies of autopsy proto-
cols and copies of reports on the pa-
thological examination of surgical
and autopsy tissues and similar or
related documents. Fileés are arranged
alphabetically by subject thereunder
by date.

PATIENT CONDITION REPORTING FILES -
Documents used to keep the Director of
Nursing Service informed on patients
condition and of ward activities which
affect the workload and determine as-
signments of persannel. ' Included are
shift and/or twenty-four hour reports
and similar or related documents.
are arranged by date.

TEMPERATURE, PULSE AND RESPTRATTON
FILES - Documents reflecting tempera-
ture, pulse, and respiration of pa-
tients in the ward, Included are
cards, lists and similar or related
documents. TFiles are arrvanged by
date, by patient.

-5-

Included are biographical sketch-
es, travel documents and similar or re-

Files

B s bl il

DISPOSTTION

Cut off on termination of the
appointment; then hold in cur-
rent files area 1 year; then
destroy.

Cut off at the end of each

. calendar year; then hold in

current files area for 2
years; then destroy.

Cut off at the end of each
calendar year; then hold in
current files area for 3
years; then transfer to local
storage afea and hold for 2
years; then destroy.

Cut off each month; then hold
in current files area 3 months;
then destroy.

Destroy after data has been
recorded in the individual
patient's medical records.




Appl.
No.

74444

74-445

74-446

74-447

74-448

MEDICAL SERVICE FTLES

DESCRIPTION

PATTENT MEDICAL RECORD INDEX FILFS-
Documents reflecting patient names,
case numbers assigned and other iden-
tifying items., These documents are
used for establishing individual

histories of admission at an Instiz: -

tution and are used for locating
medical records or other identifying
data. TFiles are arranged alphabetl—
cally by patient.

OUTPATIENT RECORD INDEX FILES -
Cards used as nominal indexes to
outpatients records. Included are
names of patients, case numbers,
etc. TFiles are arranged alpha-
betically by patient.

X-RAY INDEX FILES - Documents used
for locating x-ray films. Included
are nominal pathological indexes and
similar or related documents., TFiles
are arranged alphabetically, there-
under by date.

PHYSICAL MEDICINE TREATMENT FILES -
Documents relatmg to patlents treated
in a physical medicine clinic. In-
cluded are cards, forms, and similar
or related documents Plles are ar-
ranged alphabetically by patient.
thereunder by date.

ORTHOPEDIC WORK ORDER FILES -1-Docu-
ments reflecting requests for con-
struction of appliances. Included
are plain cards ,ruled cards, forms
and similar or related docunents
Files are arranged by date.

DISPOSITION

Upon discharge or death of
patient, place all cards in

the inactive file, effective
January 1, 1975, cut off the
inactive file in 10 year blocks;

-~ then hold in current files area

25 years; then retire to State
Archives,

Maintenance Instructions - Files
dated prior to January 1, 1975,
will be treated as a separate
file and not purged; however,
as these cards are pulled for
reference, active medical pa-
tient index cards will be
moved forward to the Active
Patient Records Index Files.

Cut off on traensfer or termi-
nation of outpatient treat-
ment; then hold in current
files area 1 year; then destroy.

Destroy indexes concurrently
with the x-ray files to which
they pertain.

Cut off each calendar year
after completion of treat-
ment; then hold in current
files area for 1 year; then
destroy. Earlier destruc-
tion is authorized provided
pertinent information has been
incorporated in the patient!s
medical record folder.

Cut off each calendar years;

then hold in current files area
for 2 years; then destroy.



Appl.

74-449

74~450

74-451

74-452

74-453

. MEDICAL SERVICE FILES

DESCRIP"ION

ELECT ROENCEPHAIDGRAHHC TRACING FILES -

Documents reflecting electrical ac-
tivity of the brain. Included are
graphic recordings and similar or
related documents, TFiles are arranged
alphabetically by patient, thereunder
by date.

ELECTROCARDIOGRAM TRACING FILES -
Documents reflecting electrical :
activity of the heart. Included are
graphic recordings and similar or re-
lated documents. Files are arranged
alphabetically by patient, thereunder
by date.

SPECTACLE ISSUE FILES - Documents
reflecting the diagnosis and types
of spectacles prescribed and issued.
Included are prescriptions, cards,
and similar or related documents.
Files are.- arranged alphabetically by
patient, thereunder by date.

EMPLOYEE MEDICAL TILES - Documents
reflecting medical care and treat-
ment furnished to employees by In-
stitutions. Included are records

of laboratory and x-ray findings,
correspondence relating to the physi-
cal condition and medical history of -
employees and records reflecting
treatment furnished and absences from
work caused by injury. Files are ar-
ranged alphabetically by employee, .
thereunder by date.

DENTAL REPORTING FILES - Documents
containing sumary of dental ser-
vices performed; cases diagnosed,”
operations performed and similar
information., Included are dental
services reports, laboratory re-
ports, correspondence and similar
or related documents. Tiles are
arranged by date.

=7~

DISPOSTTION

Cut off each calendar year;
then hold in current files area
for 3 years; then destroy.

Cut off at the end of each
calendar year; then hold in
current files area for 3 years;
then destroy.

Cut off at the end of each
calendar year; then hold

in current files area for 1
year; then destroy. Earlier
destruction is authorized.

Cut off on termination of
treatment; then hold in current
files area 3 months; then
transfer to Personnel (Office
to be incorporated into the

individuals persannel folder.

Cut off at the end of each

calendar year; then hold in
current files area 1 vear;

then destroy.




Appl.

74-454

74-455

74-456

74~457

74-458

MEDICAL SERVICE FILES

DESCRIPTION

DENTAL WORKSHEET AND TABULATION
FILES - Documents used in prepar-
ing dental reports and sumaries.
Included are worksheets, tabulations
and similar or related documents.
Files are arranged by date.

PROSTHETIC CASE FILES - Documents
reflecting the type of denture work
completed. Included are dental
prosthetic cage forms prepared for
each individual and similar or re-
lated documents. Files are arranged
alphabetically by pat:l.ent thereunder
by date.

EXTRA ORAL DENTAL X-RAY FILES -
X-rays involving oral surgery in
connection with jaw fractures and
diseases, skull fractures, injuries
and plates, bane grafting and similar
conditions. Tiles are arranged al-
phabetically by patient, thereunder
by date.

DENTAL X-RAY PROJECT FILES - Documents
relating to dental research projects,
Included are studies and similar or
related documents. TFiles are arranged
alphabetically by project.

DENTAL X-RAY TEACHING FILES - Documents

used for teaching and training pur-
poses at those Institutions where an
authorized teaching or training pro-
gram is in efifect.
groups of dental x-rays and related
documents. Files are. arranged alpha-
betically, thereunder by subject.

DISPOSTTION

Cut off each month; then hold
in the current files area for
3 months; then destroy.

Cut off each quarter; then
hold in the current files area
for 6 months; then destroy.

Cut off at the end of each
calendar year; then hold in
current files area for 5 years;
then destroy.

Cut off on campletion of the
project; then hold in current
files area for 3 years; then
transfer to local storage area
for 5 years; then destroy.

Destroy when no longer needed
for teaching or training pur-
poses,

Included are selected




